Preschool Desk Audit Instructions
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General Instructions

All districts are required to complete the Preschool Desk Audit found in the Consolidated
Accountability and Support Application (CASA). Districts must ensure prior access to CASA in
order to complete the Preschool Desk Audit.

The Preschool Desk Audit is comprised of two parts, available at different times during the
school year:

9 Session ID Information (Parn€): Open by August 1gtSeptember 15th (closes)

0 All session information is entered through the Preschool Desk Audit in CASA.

o Each district is required to provide information for all Statewide Voluntary Preschool
ProgramqSWVPPand all early childhood sessions serving one or more students with an
Individualized Education Program (IEP) whether they are located in district buildings or with
community partnersShared Visions Preschool Programs implementing IQPPS should also be
reported.

0 Session ID numbers requiréat Student Reporting in lowgsRIWwill be generated during
this portion of the desk audit.

0 Session Information must be completed within the Preschool Desk Audit prior to upload to
Student Reporting in lowa.

1 IQPPS Evider(Part Two): September 15thDecember 15th (closes)

o0 ADJUSTED FOR 2@221 Due to the impact of COWVI®, the procedures for the 2020
2021 Preschool Desk Audit: IQPPS Evidpad®n have been adjustedQPPS Evidence will
openSeptemberl5. Items not yet accepted will be ported forward from the 26A@20
Preschool Desk AudDistricts willaddress state reviewer feedbaakd submitoy
December 15, 2020. If all items were met during 2089-2020 desk audit, there will be no
items to port foard and no action will be requiretllo new items will be added to the
2020-2021 desk audit.
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entering data.

Preschool Desk Audit

The Preschool Desk Audit is comprised of two parts.

e Part 1, Session ID Information, is open between August 1st and September 15th. Submitted information is final
on September 15th and cannot be changed.

® Part 2, Evidence of IQPPS Implementation, is open between September 15th and December 15th and is not
accessible before that time.

An outline of the content for each submission is found on the Department's Website. For full guidance, please
click the guidance and resources button at the top of each submission.

Universal Preschool Desk Audit -

Universal Preschool Desk Audit -
Session ID Information

Evidence of IQPPS
Implementation

Due: 09/15 Due: 12/15
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The following will show once the Data Entry buttonisclicked f or fAPr eschoo-Rl Desk A
iSession I D Information: o

8 Submission Contact

Provide contact information for the person responsible for the submission of the Preschool Desk
Audit under ASubmission Contact. d This person may
year about related program services or program requirements.

1) Does the district meet any of the below criteria requiring completion of ® Yes No
session id information?

Districts are required to provide information about preschool sessions if the

1. district offers Statewide Voluntary Preschool Programs.

2. district offers Shared Visions Preschool Programs implementing IQPPS

3. district has any preschool aged students with an Individualized Education
Program (IEP).

The Districtmusts el ect @ Yes 0 thereare sesdions ta teport if anyeof the
following apply:

1. The District is or will be acceptingV§PFunding, including for distribution to community
partners.

2. The District includes arfshared Visions Preschool Progratassroomsmplementng IQPPS

3. The District provides services to any children with an Individualized Education Program (IEP).

I f the District sel ects i Nverfromtlelpleviossgeasnmaphe i nf or ma
removed. If the DistrictrespondsiNo 0 i n err or , c ¢ignirendheprevieusi on i nf or
year may be unrecoverable, and all session information will need to be re-entered.
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2) Which of the following program standards do the preschool programs offered by the district follow? Check all that
apply.

Check all that apply for the program standards that are followed across the district and its
community partners, as applicable.

Completing Session ID Information and Retrieving Session
Numbers

Review and edit session information copied from the previous year,

create sessions, and delete any inactive sessions, as needed:
T hyOS GKS RA &I Kt thdre are gassioBsNdrepdrt, tieDistrict will see session
information copied over from the previous year, organized by Program Stanoiasdd on the
RAAGNAROGAQ &aStSOGA2ya TFT2NJ LINPAINIY aidl yRIFENRa (K
communitypartners Session information can be expanded individually by clicking on the (+) on
0KS STl KFYR aARS 2F SIOK 06ftdzS o0FNJ2NJ F2NJ I f ¢

Expand All Sections

Introduction

NAEYC

HSPPS

IQPPS

Evidence of IQPPS Implementation
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9 Edit SessionSince all Session Information has been copied freen the previous year,
Districts may make edits to information entered before. Sessions copied from the prgeaus

will be organized by the Progranta8dard being followed by each classroom as of the previous

year: the National Association of EducatmfiYoung ChildrerNJAEYCEarly Learning Program
Accreditation Standards and Assessment Items; Head Start Program Performance Standar
(HSPPSsor the lowa Quality Preschool Program Standai@® Py The district will review all
session information that has been copied over from the previous year and update the
information so that it is completedsed on guidance for reporting Progratar&lard

information and accurate for the cuent year.Note: If a classroom is following more than one

ds

set of Program Standards including IQPPS, report the session under NAEYC or HSPPS (as

appropriate) instead of IQPP® begirediting sessionsclick anywhere on the blue bars for
NAEYC, HSPPS,@PPS to open session information for editing.
o Consider whether existing Session Names addresfllowing Session Naming
Conventionsand edit as needed:
o blYS GKS {Saairzy 6AGK GKS G4SIFOKSNRa
Session meetintimes; such as:
. G{ YAGK !'a¢ YR a{YAOGK taé¢ F2NI I
afternoon Session.
i. a{ YAOGK a2é YR G{YAGK ¢¢Ké¢ F2o0 I
MondayandWednesdayand another Sessianwith different students on
Tuesdayand Thursday
ii. a{ YALE &F2NJ I (Sl OKSNJ (Mdndawhkoygh |
Friday(even ifthigsthell SI OKSNRa 2yfeé &aSaairzy

the current year, the sessiondhdzf R 6 S RSt SGSR o6& Ot A01Ay3
corner.
o Once a session is deleted, information for that session cannot be recovered.

fFaid
0§SF OK 8
G4SI OK

{Sa4aAs
0@

Delete Session#f any session that was copied over from the previous year will be inactive for

2y (K

1 Create SessionH:new sessions have been added at a school building or community partner,

new sessins will need to be created. Districts will organize entry agmn information based
on the Program tandard being followed by each classroom. Enter all new sessions following
NAEYC, HSPPS, and IQPPS. The information required to be entered for eacliepsaids on

the Program Standard of the Session. To begin, click anywhere on the blue bars for NAEYC,
I {tt{X 2N Lvtt{®d /EAO]l 2y GKS ab! RR bSg vpyypy {

o If the Program Standard being followed for any session changed #®ia previous year,

create a new session under the new Program Standard, provide complete information,

and delete the session under the old Program Standdade: If a classroom is following
more than one set of Program Standards including IQPPS, tepassion under
NAEYC or HSPPS (as appropriate) instead of. IQ&Bay result in the need to create
new sessions in order for sessions to be properly organized under the appropriate
Program Standard.

0 Be sureSession Naming Conventioase fdlowed for each session created
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Below is the view for entering information for each session following NAEY Qi fields are DUCAS

required to be completed. Use the following steps to guide entry of information:

NAEYC SESSION 1 Session ID Number: (Populated After Sumbission) n
Building* Session Name* Required

Roosevelt Elementary School v
Teacher First Name* Required Teacher Last Name* Required

Teacher assistant assigned to session?#* Session offered by a community
® Yes No partner that is using the school
building for space?* Yes No

Expiration Date* Program ID* Required

& |

Program ID must be a 5 or 6 digit number.

1 Select the Building in which this sessioloeated from the Dropdown menu. If the building in which

GKAE aSaarzy Aa t20FGSR R2Sa y20 | LIISIENI AYy GKS F

building or SWVPP community partner is not included in the dropdown list, enter (or update)

information for missing locations in th&chool Information Updatas soon as possible after noticing

this.

Enter the Session Name using tBession Naming Conveons.

9YGSN) GKS tSIFIR GSIFOKSNRa fS3rft yI YRIRELNKSaffyl YS af

and theBoard of Educational Examinkrs

T wSalLRyR a,Sa¢ 2N ab2¢ (G2 AYRAOIGS GKS |aaArayySyl
are more than 10 children in the classroom at any time, the classroost have a teacher
assistant.

T wSALRYR a,Sa 2N ab2¢é G2 AYyRAOFGS 6KSGKSNI GKS &S
a SWVPP community partner.

f Enterthe Expiration Date9 y 1t SNJ 4 KS RIGS (KA & f 2idsinthetgktbx b! 9 /
provided.A calendar function will aid in entering the date.

91 Enter the Program DEnter the NAEYC Program ID number in the text box. The Program ID should

be 5- 6 numerals in length.
o LT YySSRSR>X NBFTFSNBYyOS (KS 0 dzorftHe hofifdadian letet 9, / | O

which contains the NAEYC Accreditation Decision Report for the above information.
/I tA01 2y GKS aGb! RR bS¢ Yy {Saarzyé¢ odzitdzy G2 (
Repeat these steps for each session following NAEYC.

= =4

ot V2

= =
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https://educateiowa.gov/data-and-reporting/data-reporting/school-information-update
https://educateiowa.gov/data-and-reporting/data-reporting/beds/fall-beds-staff
https://boee.iowa.gov/search-license
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Below is the view for entering information for each session following HSPPQll fields are “ifers®

>

required to be completed. Use the following steps to guide entry of information:

=a =

=a =9

HSPPS SESSION 1 Session ID Number: (Populated After Sumbission) n
Building* Session Name* Required

YMCA Preschool v
Teacher First Name* Required Teacher Last Name* Required
Teacher assistant assigned to session?* Session offered by a community

® Yes No partner that is using the school

building for space?* Yes No
Local Monitoring Date* Federal Monitoring Date* Written Agreement Date*
5 & &
Select the Building in which this session is located from the Dropdown menu. If the building in which

GKAE aSaarzy Aa t20FGSR R2Sa y20 | LIISIENI AYy GKS F
building or SWVPP community partner is not includetthéndropdown list, enter (or update)

information for missing locations in thgchool Information Updatas soon as possible after noticing

this.

Enter the Session Name using tBession Naming Conventions

9YGSN) GKS tSIFR GSIFOKSNRna tS3rt yI YSIREOKSaffyl YS af
and the Board of Educational Examingrs

WSALRYR d,S&8¢ 2NJ ab2é¢ G2 AYRAOIFIGS (GKS aaraayyvySyl
are more than 10 children in the classroom at any time, thesotasn must have a teacher

assistant.

wSalR2yR &, Sa 2N ab2é¢ (2 AYRAOIGS 6KSGKSNI GKS aS:
a SWVPP community partner.

Enter Local Monitoring DateEnter the date the local Head Start Agency last moeiddhis

session A calendar function will aid in entering the date. Monitoring by the local Head Start grantee

should occur annually at minimum.

Enter Federal Monitoring DateEnter the date of the most recent fedd Head Start monitoring

visit. A calendar functio will aid in entering the date. The date of the federal monitoring visit can be
determined by asking the local Head Start grantee when it occurred. The federal monitoring visit

f2214a 4G GKS 20SNItft | SFR {dGF NI NiItoedc®SQa LINE INJ
classroom.

Enter Written Agreement DateThe District should have a written agreement with the local Head

Start Agency addressing regular local monitoring. The written agreement should be reviewed,

updated, and signed on an annual basis. Etite last date thevritten agreement was reviewed\

calendar function will aid in entering the date.

/I tA01 2y GKS aGb! RR bS¢ Yyuyyy {Saarzyé¢ odzidzy G2 (
Repeat these steps for each session following HSPPS.
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https://educateiowa.gov/data-and-reporting/data-reporting/school-information-update
https://educateiowa.gov/data-and-reporting/data-reporting/beds/fall-beds-staff
https://boee.iowa.gov/search-license

Below is the view for entering information for each session following |QPPS\II fields are

required to be completed. Use the following steps to guide entry of information:

IQPPS SESSION 1 Session ID Number: (Populated After Sumbission) u
Building* Session Name* Required

Hoover Elementary School v
Teacher First Name* Required Teacher Last Name* Required

Teacher assistant assigned to session?* Session offered by a community
® Yes No partner that is using the school
building for space?* Yes (@ No

9 Select the Building in which this session is located from the Dropdown menu. If the building in which
GKAE aSaarzy Aa t20FGSR R2Sa y20 ILIWISIENI Ay (KS
building or SWVPP community partner is not includetthéndropdown list, enter (or update)

information for missing locations in thigchool Information Updatas soon as possible after noticing

this.

Enter theSession Name using tisession Naming Conventions

9YGSN) GKS tSIFR GSIFOKSNRna tS3alt yI YRIREKSaffyl YS
and theBoard of Educational Examingrs

=a =

T wSalLRyR G, Saé¢ 2NJ ab2é¢é¢ G2 AYRAOFIGS GKS FaarayyvYSyl

are more than 10 children in the classroom at any time, the classrmast have a teacher
assistant.

T wSaLR2yR a,Sa&8 2Nl ab2é (G2 AYRAOFUS GKSUKSNI GKS aS:e

a SWVPP community partner.
/] tA01 2y GKS aGb! RR bS¢ yYyuyuyy {Saarzyé¢ odzitdzy 2
Repeathese steps for each session following IQPPS.

= =4
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https://educateiowa.gov/data-and-reporting/data-reporting/school-information-update
https://educateiowa.gov/data-and-reporting/data-reporting/beds/fall-beds-staff
https://boee.iowa.gov/search-license

Submit.
T hyOS Ittt aSaairzy AyF2NXI A2y KIFIa 0SSy SyGdSNBR:
in the screenshot below.
o Notet All fields are required. If there are any blank fields, submissimatibe successful.
9 If a Submit button does not appear, the user does not have submit level access and the local user
who has submit level access will need to be notified (e.g., the Superintendent) that the Preschool
Desk Audit is ready to submit.

AVAILABLE ACTIONS

To submit this protocol as complete, click on the 'Submit' button.

**Note: Submission is final and cannot be undone after Septemb#r 15

Obtain Session ID Numbers.

9 Session ID numbers change annually. To prevent err@sioknt Reporting in lowado not use
Session ID numbers from the previous year
9 Session ID numbers will appear within the Preschool Desk aftelitsubmissionDo notsubmit the
Preschool Desk Audit until all information has been entered and the submisdioal.Submissions
are final and cannot be rescinded after Septembef.15
o The District is able to seléscind, edit, and resubmit the Preschool Desk Audit prior to
September 18. Before entering Session ID numbers$andent Reporting in lowadhe
District will need to ensure that it has exported the final list of Session ID numbers.
91 After Preschool Desk Audit Submission:
0 Log into CASA and navigatethe Preschool Desk Audit from the dashboard.
o Scroll to the section for the Program Standard for which you would like to view or export
Session ID numbers. The example below shows the process for the NAEYC Program
Standard. The process is the same for HSPRIPPS.
0 Individual Session ID numbers are found in the top right hand corner of the field where the
session information was entered (see blue arrow). ‘

0 The option to export Session ID numbers for all sessions following a particular Program
Standard igound on the right just below the section heading:

(

9|Page


https://educateiowa.gov/data-and-reporting/data-reporting/student-reporting-iowa
https://educateiowa.gov/data-and-reporting/data-reporting/student-reporting-iowa







